DEPARTMENT OF TRANSPORTATION —
m FEDERAL AVIATION ADMINISTRATION 2750.2 CHG 1

5/22/85

suBJ: VOUCHER EXAMINATION

1. PURPOSE. This change revises appendix 2 to increase the maximum amount
under which statistical procedures for voucher examination are to be used
within the Federal Aviation Administration (FAA) from $750 to $1,000; adds the
requirement to deduct airfare charges made to Citicorp Diners Club charge

card from the total travel voucher amount claimed before applying the criteria
for these procedures; and changes the authority under which these procedures
are applied to title 7, section 19.4 of the General Accounting Office (GAO)
Manual for Guidance of Federal Agenciess

2. DISTRIBUTION. This change is distributed to all FAA accounting offices.

3. DESCRIPTION OF CHANGES. The changes to appendix 2 are as fqlldws:

a. Paragraphs 2, 4, and 6 are revised to state the amounts for vouchers
covered by statistical sampling procedures are increased to $1,000. Also, the
authority in paragraph 2d was changed to title 7, section 19 4 of GAO Manual .
for Guidance of Federal Agenc1es.

b. Paragrapb 10 is added to state that airfare charges made to Citicorp
Diners Club charge cards are deducted from the gross amount of the travel
voucher before applying the statistical sampling criteria.
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APPENDIX 2. VOUCHER EXAMINATION STATISTICAL SAMPLING PROCEDURES

1. DEFINITIONS. For the purpose of this appendix;“the fpllowing definitions
apply: : ' '

a. Voucher. An invoice or similar document requesting disbursement,
together with all other documents (generally a purchase order and a
receiving report), necessary to support the determination made in the
examining process. ,

b. Error Amount. Total gross dollar amount of errors within a sample
(overclaims plus underclaims). ’

c. Dollar Error Rate. The percentage arrived at by dividing the total
error amount by the total value of the vouchers examined. ,

d. Statistical Sampling in Voucher Examination. The technique of
examining a sample of a universe of like vouchers for making rational
decisions with respect to the quality of the universe of vouchers and ‘the
need for correcting deficiencies in the vouchering system.

e. Savings Using Statistical Sampling. The cost of a 100% audit less
(1) the cost of preexamination procedures, plus cost of auditing the sample;
and (2) the cost of errors in vouchers not audited. :

2. BACKGROUND. Public Law 88-521 and title I of Public Law 93-604
stipulatg the following:

a. When the agency head determines that economies will result, he may
prescribe the use of adequate and effective statistical sampling procedures
in the examination of disbursement vouchers.

b. No certifying or disbursing officer acting in good faith and in
conformity with such procedures shall be held liable with respect to any
certification or payment made by him on a voucher which was not subject to
specific examination because of the prescribed statistical sampling procedures,
PROVIDED that such officer and bhis departmwent or agency have diligently
pursued collection action to récover the illegal, improper, or incorrect
payment in accordance with procedures prescribed by the Comptroller General.

c. Nothing contained in these laws shall affect the liability or
authorize the relief of any payee, beneficiary, or recipient of any illegal,
improper, or incorrect payment, or relieve any certifying or disbursing'
officer, the head of the agency, or the Comptroller General of responsibility
to pursue collection action against any such payee, beneficiary, or recipient.

d. The General Accounting Office was delegated the authority to establish
maximum amounts under which statistical sampling procedures may be used.
Under this authority, title 7, section 19.4 of GAO Manual for Guidance of
Federal Agencies, revised January 18, 1985, established the amount at $1,000.
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APPENDIX 2. VOUCHER EXAMINATION STATISTICAL SAMPLING PROCEDURES (CONT.)

3. REQUESTS FOR INFORMATION. Operating accounting offices having any %
questions corcerning the use of statistical sampling procedures in examining
vouchers for payment shall contact the Office of Accounting, Fiscal Standards
Branch, AAA-430. :

4. APPLICABILITY OF $1,000 LIMITATION. Statistical sampling procedures are
limited to vouchers for amounts of $1,000 or less. The dollar limitation *

is determined as follows:

a. For vouchers supporting payments to vendors, use the net amount after
deducting discounts, allowances, etc.

b. For emplqyees' travel vouchers, use the gross amount before deducting
advances.

c. For individual vouchers, which may exceed $1,000 but which represent
numerous separate transactions each of $1,000 or less of a similar kind
(e.g., billings for gasoline credit card purchases, imprest fund cashiers'
reimbursement vouchers, charge account billings of numerous purchases), each
invoice, receipt, or delivery ticket covering an individual purchase is
‘considered as a separate voucher in counting the volume of vouchers, in
selecting the sample to be examined, and in applying the $1,000 limitation. . %

5. AUTHORIZATION FOR USE OF STATISTICAL SAMPLING. Statistical sampling .
procedures are authorized for examination of vouchers when all of the
following conditions are met: . :

a. A feasibility study, conducted in accordance with paragraph 6 below,
demonstrates: (1) that a net saving will result from the use of sampling
methods, and (2) the indicated probable error rates are within tolerable
maximums.

b. Advance approval is obtained from the Office of Accounting, Fiscal
Standards Branch, AAA~430. This approval will be based on the results of the
feasibility study. Requests for approval shall be supported by fully documented
results of the study.

Ce Approval by AAA-430 to use statistical sampling methods carries with
it the requirement to adhere without deviation to the procedures in
paragraph 7 of this appendix. , ,

6. FEASIBILITY STUDY PROCEDURES. A feasibility study will be conducted and a

survey report prepared by each operating accounting office in accordance with )
instructions outlined below. The study must cover all vouchers of less than . ' &t
$1,000 processed during a l-month period to be selected by the accounting *

office.

* - a. Separate all vouchers of less than $1,000 into two categorles, travel *

vouchers and all others.

b. Each category must be processed in accordance with the following
preexamination procedures:
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APPENDIX 2. VOUCHER EXAMINATION STATISTICAL SAMPLING PROCEDURES (CONT.)

(a) Normal rate - 1 out of 20.

(b) Increased rate - 1 out of 10.

(3) ‘Initial Use of Normal Rate. Use the normal rate initially for
all vouchers. ' : :

(4) Change of Rate During the Month. If, during the month, there is
an indication that the dollar error rate is excessive to prior experience or
savings are not achieved, and the normal sampling rate is being used, the
increased sampling rate should be instituted for the remainder of the month.

e. Monthend Procedures. At the end of each calendar month, it will be.
necessary to determine if statistical sampling may be continued in the ensuing
month, and if so, the sampling rate to be used. This will be accomplished as
follows: " ‘

. (1) Summarize Examined Vouchers on FAA Form 2750-1, Voucher Sampling
Record, (figure 2) for each category.

(2) Determine the percentage of dollar errors to the total dollars
subject to statistical sampling procedures. ‘

(a) Travel vouchers. If the dollar error rate is less than 5.0%
and savings are resulting, the normal "sampling rate will be used in the
ensuing month. If the dollar error rate is between 5.0% and 10.0% and
savings are resulting, the increased sampling rate will be used. If. .the dollar
error rate is more than 10% or no savings result from sampling, a 100%
examination will be resumed. ‘

(b) Other vouchers. If the dollar error rate ‘is less than 1.5%
and savings result, the normal sampling rate will be used in the ensuing
month. 1If the dollar error rate is between 1.5% and 3.0% and savings result,
the increased sampling rate will be used. If the dollar error rate is more than
3.0% and no "savings result, a 100Z examination will be resumed-.

f. Restoration of Statistical Sampiing. When 1007 examination procedures
have been instituted pursuant to an excessive error rate or lack of savings,
statistical sampling procedures may not be resumed for travel vouchers until the
dollar error rate for two successive months is less than 10% and savings result,
or less than 3% for other vouchers if savings result. When the dollar error -
rate permits a resumption of sampling procedures, the increased sampling rate
must be used during the first month. If the result for that month is a dollar
error rate of less than 5% for travel vouchers, or less than 1.5% for other
vouchers, and savings result, the sampling rate may be reduced to the normal
rate for the ensuing month.

g. Documentation. Each group of vouchers and each voucher examined will
be identified: v
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APPENDIX 2. VOUCHER EXAMINATION STATISTICAL SAMPLING PROCEDURES (CONT.)

(1) ‘Assign a consecutive number to each group of vouchers; begin with
“T-1," for travel vouchers and with "0-1" for other vouchers. Begin with new
series of numbers each fiscal year. This is in addition to any existing
numbering system. ‘

(2) Stamp each voucher that is examined with a stamp or facsimile
‘as follows:

EXAMINED

Batch Number Date | Exam. Init.

(3) Prepare FAA Form 2750-1, Voucher Sampling Record, as illustrated
in figure 2 for each group of vouchers. :

h. Review of Prior Vouchers. Certain types of errors discovered in the
sampling process may indicate a need to review some prior unexamined vouchers.
Examples of this situation are:

(1) Travel Vouchers. Review prev1ous unexam1ned vouchers of the
individual involved for the current fiscal year when sample examination
discloses errors which appear to be excessive in value, dellberate, or
repetitive.

, (2) Other Vouchers. Review previous unexamined vouchers submitted
under the same purchase order or contract, or by the same vendor, when sample
examination discloses errors that appear to be excessive in value, deliberate,
or repetitive.

8. ' SCHEDULING VOUCHERS FOR PAYMENT. Statistical sampling voucher batches -
should be processed and scheduled for payment separately from.other vouchers
for later identification and audit purposes. These batches should be clearly
marked to indicate that the vouchers were examined by statistical sampling.
The batch number should be placed on each voucher, unexamined, as well as
examined.

9. ANALYSTS OF SAMPLING. Prepare a monthly analysis of vouchers examined on
the statistical sampling basis in the format used for the feasibility study
illustrated in ‘figure 1. The analysis is intended to provide information to
permit continuous evaluation of the system and the determination of approxi-
mate savings. After local review, the analysis should be f1led and retained
for site audit and reference purposes.

*10. AIRFARE COST USING CHARGE CARD. The amounts of airfare charged to an
employee's Citicorp Diners Club charge card and claimed on the travel voucher
will be deducted from the gross amount claimed and the remainder used to determine
if the travel voucher is within the authorized amount established for statistical
sampling procedures as. stated in paragraph 2d of this appendix. : *
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